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The Committee to Approve Schedules for the Retention
and Disposition of Official State Records

Meeting Notice

DATE: July 8, 2020
TIME: 1:15 p.m.
LOCATION: Teleconference

Per Governor Sisolak’s issued Declaration of Emergency Directive 006 and Declaration of Emergency
Directive 026 regarding open meetings during the COVID-19 pandemic. The Committee to Approve
Schedules for the Retention provides access to the meeting via teleconference. The public may

access the meeting through the following call in information. The public may also make comments via
email to records@admin.nv.gov.

On the date and time of the meeting you can connect by calling:
Carson City: 775-687-0999

Las Vegas: 702-486-5260

Use access code 43313

If you would like copies of the materials for the meeting they are posted on the Nevada State Library
Archives and Public Records website or they can be mailed to you upon request. If there are any
guestions concerning access to the meeting please contact Lewis Martin at 775-684-3411.

Notice: The Committee to Approve Schedules for the Retention and Disposition of Official State
Records may address items out of sequence. The Committee may combine two or more agenda
items for consideration, and the Committee may remove an item from the agenda or delay
discussion relating to an item on the agenda at any time. As used herein and during the meeting,
the term “RDA” means “Records Disposition Authorization” which is the control number given to an
official action on retention and/or disposition made by the Committee.
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10.

11.

12.

13.

Agenda
Call to Order, Welcome, Roll Call

Public Comment
Comment may be limited to 5 minutes at the discretion of the Chairman. No action may be
taken upon a matter raised during public comment until the matter has been specifically
included on an agenda as an item upon which action may be taken. (NRS 241.020)

Review, correct, if necessary, and approve the minutes from the February 12, 2020 meeting.
Attachment Al (For possible action)

Note: During the February 12, 2020 meeting, Deputy Attorney General lan Carr was the
designee for the Attorney General’s Office in attendance. As such, he has been invited to
attend this meeting in order to vote on the approval of the February 12, 2020 minutes.
Deputy Attorney General Harry B. Ward, or another designee, will be voting for the Attorney
General’s Office on all other agenda items.

Review, correct, if necessary, and approve the minutes from the May 13, 2020 meeting.
Attachment A2 (For possible action)

Proposed New RDAs for Agency Specific Records Retention Schedules Attachment B
(For possible action)

Proposed Modification RDAs for Agency Specific Records Retention Schedules for
Department of Human Resources Central Payroll and Central Records. Attachment C (For
possible action)

Proposed Deletion RDAs for Agency Specific Records Retention Schedules for Human
Resources Central Payroll and Department of Conservation and Natural Resources,
Bureau of Safe Drinking Water. Attachment D (For possible action)

Proposed New, Modification, and Deletion of RDAs for General Records Retention
Schedule. Attachment E (For possible action)

2019 Legislative Bill Review Status Update (For Discussion Only)

Discuss Future Agenda Items (For possible action)
Nevada State Library, Archives and Public Records
Department of Human Resources, Compensation, Classification and Recruitment
Medical Examiner’s Board

Public Comment
Comment may be limited to 5 minutes at the discretion of the Chairman. No action may be
taken upon a matter raised during public comment until the matter has been specifically
included on an agenda as an item upon which action may be taken. (NRS 241.020)

Confirm time of next meeting (For possible action)
Next meeting scheduled for August 12, 2020

Adjourn (For possible action)
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General Information

Members of the public who are disabled or who may require special accommodations at the
meeting are requested to notify Lewis Martin in writing at 100 N. Stewart Street, Carson City, NV 89701 or
by calling (775) 684-3411 or by email lewis.martin@admin.nv.gov prior to the meeting date.

A complete copy of the information submitted to the Committee for this “Agenda and Meeting
Notice” is available by contacting the Lewis Martin at (775) 684-3411. This agenda, the Committee
Packet and all other supplemental material made available to each Committee member will also be made
available to the public on the website of the Department of Administration, Nevada State Library, Archives
and Public Records prior to the meeting date and may be found at: www.nsla.nv.gov (under Records
Management, State Records Committee).

The material is also available by contacting Lewis Martin at 100 North Stewart St. Carson City, NV
89701 (775) 684-3423 records@admin.nv.gov

This agenda has been posted at the following locations:

Nevada State Library, Archives and Public Records The Nevada Legislature

100 North Stewart Street 401 S. Carson St.

Carson City, NV 89701 Carson City, NV 89701

Washoe County Library The Las Vegas/Clark County Library District
301 South Center Street 7060 Windmill Ln

Reno, NV 89505 Las Vegas, NV 89113

NSLAPR website: www.nsla.nv.gov

As required by NRS 232.2175: https://notice.nv.qov/ under the Department of Administration, State
Records Committee
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Attachment Al
Meeting Minutes for Approval

The Commattee to Approve Schedules for the
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for February 12, 2020

1. Call to Order, Welcome, Roll Call

The meeting was called to order at 1:19 pm. The meeting was held at the Nevada State Library and Archives Board Room, at
100 N. Stewart St, Carson City, NV.

Committee Members:

Kimberley Perondi, for Barbara K. Cegavske, Secretary of State — Present

Kathryn Etcheverria, Governors Appointee — Present

Ian Carr, for Aaron Ford, Nevada Attorney General — Present

Tammy Westergard, Division Administrator, Nevada State Library, Archives and Public Records — Present
Maureen Martinez, for Laura Freed, Director for the Department of Administration — Absent

Alisanne Maffei, for David Haws, Administrator, Enterprise Information Technology Services — Present

Staff:

Sara Martel, State Records Manager, Nevada State Library, Archives and Public Records — Present
Bobbie Church, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Heather Hahn, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Lewis Martin, Administrative Assistant II, Nevada State Library, Archives and Public Records — Present

Guests Present:

Rachel Anderson, General Counsel, Nevada State Attorney General’s Office — Present via Teleconference

2: Public Comment
Comment may be limited to 5 minutes at the discretion of the Chair.

There was no public comment made.

3. Attachment A. Review and Approve the Minutes for December 11, 2019

Discussion and Vote:

The minutes were approved as presented. The motion was made by Kathryn Etcheverria and the second was by
Alisanne Maffei. Ian Catr abstained from the vote because he was not at the December 11, 2019 meeting; the
remaining votes were unanimous for the members present.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment Al
Meeting Minutes for Approval

4. Attachment B. Proposed New RDAs for Agency Specific Records Retention Schedules

1. Secretary of State: Registry of Advanced Directives for Health Care

A. Title: Nevada Lockbox: Advance Directive Registry - Medical Providers RDA: 2019010

Description:

These records document medical providers who are requesting registration with the Secretary of State’s
Nevada Lockbox Program for access to the Advance Directive Registry (NRS 449A.718). The records may
contain but are not limited to: Registration Agreements, applications, associated documentation, and related
correspondence.

Authorized Retention:

Retain for three (3) calendar years from the end of the calendar year in which the registration ends.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Registry of Advanced Directives for Health
Care and the Deputy Secretary of State for Southern Nevada.

Justification for New RDA 2019010:

These records have administrative and legal value. Legal value is due to the requirement for the Secretary of State to
provide registration services and the rights of registrants (NRS 449A). NRS 449A.721 requires removal of all advanced
directives of the deceased at least every 5 years, the 3-year retention exceeds this requirement.

B. Title: Nevada Lockbox: Advance Directive and Guardianship Registries — Incomplete
Filings RDA: 2019011

Description:

These records document the return of request for registration with the Secretary of State’s Nevada Lockbox
Program that have not been fully or accurately completed. The records may contain but are not limited to:
letters of incomplete filing, associated documentation, and related correspondence.

Authorized Retention:

Retain for one (1) calendar year from the end of the calendar year in which the letter of incomplete filing was
dated.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Registry of Advanced Directives for Health
Care and the Deputy Secretary of State for Southern Nevada.

Justification for New RDA 2019011:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment Al
Meeting Minutes for Approval

A current schedule does not exist for this record series. All documents are returned with the incomplete filing letter.
Legal value is due to the requirement for the Secretary of State to provide registration services and the rights of
registrants (NRS 449A).

C. Title: Nevada Lockbox: Guardianship Registry RDA: 2019012

Description:

These records consist of a document executed by a competent person to nominate another person to be
appointed to serve as his or her guardian. The records may include but are not limited to: Guardianship
Nomination form, associated documentation, and related correspondence.

Authorized Retention:

Retain for a period of three (3) calendar years from the end of the calendar year in which the legal
guardianship is revoked or withdrawn.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Registry of Advanced Directives for Health
Care and the Deputy Secretary of State for Southern Nevada.

Justification for New RDA 2019012

A current schedule does not exist for this record series. Senate Bill 229 (2017 Legislative Session) established a form to
be filed in the Nevada Lockbox. The legislation took effect January 1, 2018. These records have legal value due to the
requirement for the Secretary of State to provide registration services (NRS 225.380). The three-year retention is based
upon the Statutes of Limitation for mistake or fraud found in NRS 11.190 (3)(d).

D. Title: Nevada Lockbox: Guardianship Registry Access RDA: 2019013

Description:

These records document the assignment of an administrative contact by each District Court in the State of
Nevada to grant access to the Guardianship Registry. (NRS 159.342). The records may contain but are not
Iimited to: Administrative Contact Designation Forms, associated documentation, and related
correspondence.

Authorized Retention:

Retain for three (3) calendar years from the end of the calendar year in which the designated contact changes
or the program is discontinued.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Registry of Advanced Directives for Health
Care and the Deputy Secretary of State for Southern Nevada.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment Al
Meeting Minutes for Approval

Justification for New RDA 2019013:
A current schedule does not exist for this record series. The three-year retention is based upon the Statutes of
Limitation for mistake or fraud found in NRS 11.190 (3)(d).

Discussion and Vote:

The proposals in Attachment B were approved as presented. The motion was made by Tammy Westergard and the
second was by Kathryn Etcheverria. Kim Perondi abstained from the vote because the new RDAs were Agency
Specific for the Secretary of State’s office; the remaining votes were unanimous for the members present.

5: Attachment C. Proposed Modification RDAs for Agency Specific Records Retention Schedules

1. Secretary of State: Registry of Advanced Directives for Health Care

A. Title: Hving-Willlexbex Nevada Lockbox: Advance Directive Registry RDA: 2008011

Description:
These records document the Registry of Advance Directives for Health Care in accordance with NRS 449.925. The

records may contain but are not limited to: registration agreements, registration cards, requests for a duplicate
card, removal requests, death notifications, authorizations to change form, correction documentation, Advance
Directives (including Power of Attorney, Do-Not Resuscitate Order, etc.) , associated documentation, and related
correspondence. ;Registrationdoeumentation; Similar- doeumentation:

Authorized Retention:

Retain thesereeerds for aperiod-of three (3) calendar years from the end of the calendar year in which the date-of

revocation, notification of death, or discontinuation of the program s dated.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Registry of Advanced Directives for Health
Care and the Deputy Secretary of State for Southern Nevada.

Justification for Modification of RDA 2008011:

Staff recommends removing “date of” and replacing it with “end of the calendar year in which the...is dated” while
removing “these records” and “a period of” in the retention statement to make a more defined and accurate trigger
event. Legal value is due to the requirement for the Secretary of State to provide registration services and the rights of
registrants (NRS 449A). NRS 449A.721 requires removal of all advanced directives of the deceased at least every 5
years. The 3-year retention exceeds this requirement.

2. Health Division: Bureau of Health Statistics, Planning, Epidemiology and Response: Emergency
Medical Services Licensing

A. Title: Emergency Medical Services (EMS) Complaint Files (Non-Disciplinary)
RDA: 2004042
Description:
Thisreeotd-seties-doeuments These records document the complaints received by the Bureau concerning permitees,
license holders, and/or service providers. Fhe-files-mayeontain; The records may include but are not limited to:
Ecomplaints and associated records,; fivestigative documents (including eepies-ef health care records and reports by
investigators ),; Rresolution letters,; associated documentation, and Rrelated correspondence.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment Al
Meeting Minutes for Approval

Authorized Retention:

Retain these-teeerds for aperiod-of three (3) calendar years from the end of the calendar year in which the
resolution letter was dated. date-of-thereselution:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Bureau of Health Statistics, Planning, Epidemiology and
Response: EMS Licensing.

Justification for Modification of RDA 2004042:

Staff recommends removing “date of the resolution.” and replacing it with “end of the calendar year in which the
resolution letter was dated.” while removing “these records” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

B. Title: Emergency Medical Services (EMS) Course Files RDA: 2004043

Description:

Fhisreecotrd-seties-doeuments These records document the approval of Emergency Mechcal Setvices ¥trammg
Ccourses by this Bureau as required by NRS 450B. £
and NAC 450B.720-te-725-Thefiles-mayeontain; Tbe records mzy mc]ude but are not hmlted to: Rtequests for
Aapproval of EMS €courses, course outlines &related-doeumentation; Aapproval/denial letters,; Aassigned course
numbers, {bv—Bﬂfe&u)— Aapplication for Provisional Ambulance Attendant Licenses, fand-eopies-of issued licenses),;
Aattendance summar7esy, skills summarfesy, course evaluations, ete; associated documentation, and Rrelated
correspondence.

Authorized Retention:

Retain theseteeerds for aperiod-of three (3) calendar years from the end of the calendar year in which the training
program ended. eompletion-ofthe-trainingprogram:

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Bureau of Health Statistics, Planning, Epidemiology and
Response: EMS Licensing.

Justification for Modification of RDA 2004043:

Staff recommends removing “completion of the training program” and replacing it with “end of the calendar year in
which the training program ended.” while removing “these records” and “a period of” in the retention statement to
make a more defined and accurate trigger event.

C. Title: Emergency Medical Services (EMS) Do-Not-Resuscitate Files: Approved RDA: 2004045

Description:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Thisrecord-seties-doeuments These records document the authorization for withholding life-sustaining treatment by
the Bureau (See NRS Chapter 450B.400-threugh-450B-599-and NAC Chapter 450B.950-t6-450B:960). Thefilesmay
eontais; The records may include but are not limited to: Do-Not-Resuscitate Aapplications with-assoeiated
documentation; Copy-ofthe identification as issued,+Cepies-of "Power of Attorney" 5 associated documentation,
and Rrelated correspondence.

Authorized Retention:

Retain these-teeerds for aperiod-of twenty (20) calendar years from the end of the calendar year in which the
application was approved. date-authorized:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Bureau of Health Statistics, Planning, Epidemiology and
Response: EMS Licensing.

Justification for Modification of RDA 2004045:

Staff recommends removing “date authorized.” and replacing it with “end of the calendar year in which the application
was approved.” while removing “these records” and “a period of” in the retention statement to make a more defined
and accurate trigger event.

D. Title: Emergency Medical Services (EMS) Do-Not-Resuscitate Files: Denied RDA: 2011045

Description:

Thisreeord-series-doeuments These records document the authorization for withholding life-sustaining treatment by
the Bureau that were denied (See NRS Chapter 450B400-threugh-450B-599-and NAC Chapter 450B. 956-t6-450B-960)
Thefiles-may-eontain; The records may include but are not limited to: Do-Not-Resuscitate Aapplications with
associated-doeamentation,; Pdeterminations and hearing/appeal determinations, deeamentation associated
documentation, and ;Rrelated correspondence.

Authorized Retention:

Retain thereeetds for aperied-of three (3) calendar years from the end of the calendar year in which the
determination letter was dated. reeeiptoftherequest

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Bureau of Health Statistics, Planning, Epidemiology and
Response: EMS Licensing.

Justification for Modification of RDA 2011045:

Staff recommends removing “receipt of the request.” and replacing it with “end of the calendar year in which the
determination letter was dated.” while removing “the records” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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E. Title: Emergency Medical Services (EMS) Do-Not-Resuscitate Files: Withdrawn or Incomplete
RDA: 2012007
Description:
This-recotd-seties-doeuments These records document the authorization for withholding life-sustaining treatment by
the Bureau that were withdrawn or incomplete (See NRS Chapter 450B.400-thtreugh-450B-590-and NAC Chapter
450B.950-t0-450B-960)The-files-mayeontain; The records may include but are not limited to: Do-Not-Resuscitate
Aapplications with-asseeiated-doeumentation, notification letter, associated documentation, and; Rrelated

correspondence.

Authorized Retention:

Retain thereeetrds for aperied-of one (1) calendar year from the end of the calendar year in which the request was
withdrawn or determined incomplete. date-ofreceipt-oftherequest:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Bureau of Health Statistics, Planning, Epidemiology and
Response: EMS Licensing.

Justification for Modification of RDA 2012007:

Staff recommends removing “date of receipt of the request.” and replacing it with “end of the calendar year in which the
request was withdrawn or determined incomplete.” while removing “the records” and “a period of” in the retention
statement to make a more defined and accurate trigger event.

F. Title: Emergency Medical Services (EMS) Permit Files RDA: 2004046

Description:

Thisreecord-series-doeuments These records document the application for permit for ambulance service and fire-
fighting agencies (See NRS Chapter 450B and NAC Chapter 450B). Fhefites-may-eontain; The records may include
but are not limited to: AgreementSeetion; service agreements, physician or director agreements, hospital agreements,;
Personnel-Seeton; eepies—e% llcenses and & pernnts of agency personnel llsts of agency personnel {whieh—may—meluée

wehieles, lists of Vehlcles in service,s Irnelﬁlteluﬁllvlehieleéee&en— vehicle inspection reports, lists of out-of-service
vehicles,: associated documentation, and related correspondence. Allof-these-sections-may-containt related

eotrespondence-and-other documentation:

Authorized Retention:

Retain the d te the three (3) most eutrent recent renewal cycles for &
period-of three (3) calendar years from tbe end of tbe calendar year in which the permit expired, was suspended,

or revoked. afterexpirationrevoeationorsuspensionof the-permit:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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The appraisal is supported by the Records Officer for the Bureau of Health Statistics, Planning, Epidemiology and
Response: EMS Licensing.

Justification for Modification of RDA 2004046:

Staff recommends removing “after expiration, revocation or suspension of the permit.” and replacing it with “from the
end of the calendar year in which the permit expired, was suspended, or revoked.” while removing “the core application
documents and the documentation for” and “a petiod of” in the retention statement to make a more defined and
accurate trigger event.

G. Title: Emergency Medical Services (EMS) Registry RDA: 2004050

Description:

Thisreecord-seties-doeuments These records document the Central Registry of Certification as required by NRS
450B.180 (7) fPhe—fegfstf}Haaﬁv—ee&wﬁ—b&t—ﬁ—ﬁet—lfmﬁed—te— The records may include but are not limited to: Nasne
i : i 2 ker identifying information,; Fype-of

certlﬁcatlon/ perm1t/ hcense held Wlth 1dent1fy1ng number Eemploy er information, associated documentation, and
related correspondence.

Authorized Retention:

Retam the three most recent renewals for thtee (3) yeats ﬁom tbe end of the Izst renewal period.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Bureau of Health Statistics, Planning, Epidemiology and
Response: EMS Licensing.

Justification for Modification of RDA 2004050:

After a review from the agency, it was determined that if a certificate is not renewed, they would have up to three years
to renew without having to reapply per NRS 450B. Since they require an additional year of retention than the General
Schedule series 2014205 Licensing: Professional and Occupational Licensing — Renewals, a two-year retention would not
be adequate.

H. Title: Emergency Medical Services (EMS) Certification Files RDA: 2004041

Description:

Thisreeotd-seties-doeuments These records document the application or renewal for permit, licensure, and/or
certification for all categories of emergency medical technicians, firemen, ambulance attendants, and first responders
pursuant to NRS Chapter 450B and NAC Chapter 450B. The files may contain but are not limited to: Aapplications,
with-associated-documentation-inelading renewal forms, with-suppertivereeords; Training Completion Reports (original
and renewals),; Copies-of certifications and/or licenses,;-Cepy-of fingerprint cards (ambulance attendant),; Copyof
current CPR training cards (ambulance attendant),; DMV license checks (ambulance attendant),; associated
documentation, and related correspondence.

Authorized Retention:

Retain the 3 s the last three most current renewal cycles for apetriod
of three (3) calendar years after expiration, revocation, or suspension of the certification, permit, or license. See NRS

11.190(3)(d) and NAC Chapter 450B.375

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Bureau of Health Statistics, Planning, Epidemiology and
Response: EMS Licensing.

Justification for Modification of RDA 2004041:

After a review from the agency, it was determined that if a certificate is not renewed, they would have up to three years
to renew without having to reapply per NRS 450B. Since they require and additional year of retention the General
Schedule series 2014205 Licensing: Professional and Occupational Licensing — Renewals, a two-year retention would not
be adequate.

Discussion and Vote:

The proposals in Attachment C were approved as presented. The motion for item 1 was made by Kathryn
Etcheverria and the second was by Alisanne Maffei. Kim Perondi abstained from voting on item 1; the remaining
votes were unanimous for the members present. The motion for item 2 was made by Alisanne Maffei and the second
was by Tammy Westergard. Kim Perondi was included in the vote for item 2; the vote was unanimous for the
members present.

6: Attachment D. Proposed Deletion RDAs for Agency Specific Records Retention Schedules

1. Health Division: Bureau of Health Statistics, Planning, Epidemiology and Response: Emergency
Medical Services Licensing

A. Title: EMSDiseiplinaryFiles RDA: 2004644

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Bureau of Health Statistics, Planning, Epidemiology and
Response: EMS Licensing

Justification for Deletion of RDA 2004044:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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It is recommended this record series be deleted and the agency follow one or more of the following, as applicable:
General Schedule: RDA 2006059 “Licensing: Professional and Occupational Licensing- Application”, RDA 2014205
“Licensing: Professional and Occupational Licensing- Renewal”, and RDA 2018025 “Licensing: Professional and
Occupational Licensing- Disciplinary”.

7: Attachment E. Proposed New, Modification, and Deletion of RDAs for General Records Retention Schedule

8: Discuss future agenda items

9: Public Comment
Sara Martel announced that the IPS supervisor position is open and competitive. Sara encouraged anyone interested to
apply. Kim Perondi announced that she might have information on a replacement for Kathryn Etcheverria by the next

meeting.

10: Determine time of next meeting

The next meeting will be held March 11, 2020 at 1:15 pm in the Nevada State Library and Archives Board Room.
Tentative dates of March 12, 2020 and March 13, 2020 were announced if the original date does not allow for a quorum.

11: Adjourn

The meeting was adjourned at 1:36 pm by the Chair, Kim Perondi.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Meeting Minutes for Approval
The Commuttee to Approve Schedules for the
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for May 13, 2020

1. Call to Order, Welcome, Roll Call

The meeting was called to order at 1:15 pm. The meeting was held through teleconference per Governor Sisolak’s issued

Declaration of Emergency Directive 006 regarding open meetings during the COVID-19 pandemic.

Committee Members:

Kimberley Perondi, for Barbara K. Cegavske, Secretary of State — Present

Gerald Lindsay, Governors Appointee — Present

Harry B. Ward, for Aaron Ford, Nevada Attorney General — Present

Tammy Westergard, Division Administrator, Nevada State Library, Archives and Public Records — Present
Maureen Martinez, for Laura Freed, Director for the Department of Administration — Excused

Alisanne Maffei, for David Haws, Administrator, Enterprise Information Technology Services — Present

Staff:

Sara Martel, State Records Manager, Nevada State Library, Archives and Public Records — Present
Bobbie Church, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Heather Hahn, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Lewis Martin, Administrative Assistant 1T, Nevada State Library, Archives and Public Records — Present

Guests Present:

Allondra Thibault, Parole Board Records Supetvisor, Department of Public Safety — Parole Board — Present
Scott Anderson, Secretary of State — Present
Kathryn Etcheverria, Former Governor’s Appointee — State Records Committee — Present

2: Public Comment
Comment may be limited to 5 minutes at the discretion of the Chair.

Kim Perodi thanked Kathryn Etchevertia for her service as a member of the Committee.

3: Attachment A. Review and Approve the Minutes for February 12, 2020

Discussion and Vote:

The Committee voted to table the February minutes until the next meeting. We did not have a quorum present at this
meeting that was also present at the February meeting to vote to approve the minutes. It was discussed that Ian Catr
would need to be present at the next meeting to approve the February minutes.
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4: Attachment B. Proposed New RDAs for Agency Specific Records Retention Schedules

1. State Board of Parole Commissioners
A. Title: Parole Board — Lifetime Supervision Files RDA: 2019008

Description:

These records document hearings to set and appeal conditions of lifetime supervision in accordance with NRS
Chapter 213. The records may include but are not limited to: agendas, packets of supporting documentation
for the Board members, Certificate of Board of Parole Commissioners Action forms, Parole Board Hearing
Checklist, Parole Success Likelihood Factors forms, Board of Parole Commissioners Conditions Memo, Panel
Recommendations, Appeal forms, Release of Lifetime Supervision Certificates, Court Ordered Removal of
Lifetime Supervision, Amended Judgment of Conviction, Death Certificates, associated documentation, and
related correspondence.

Authorized Retention:

Retain for eighty-five (85) calendar years from the end of the calendar year in which the parole enters the
Iifetime supervision.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the State Board of Parole Commissioners.

Justification for New RDA 2019008:

Currently, a records series does not exist for these records. The retention period covers the life span of the offender
from the time that they enter lifetime supervision, not from birth. This is consistent with the retention period of other
Public Safety retention schedules related to offender records (reference RDA 2012026: Sexual Offender Registry
Records). A separate series is being created for records of parolees that are deceased or removed from supervision.

B. Title: Parole Board — Lifetime Supervision Files - (removed or deceased) RDA: 2019009

Description:

These records document a parole that was removed from lifetime supervision by a court order to or death of
the individual. The records may include but are not limited to: agendas, packets of supporting documentation
for the Board members, Certificate of Board of Parole Commissioners Action forms, Parole Board Hearing
Checklist, Parole Success Likelihood Factors forms, Board of Parole Commissioners memo, Panel
Recommendations, Appeal forms, Release of Lifetime Supervision Certificates, Court Ordered Removal of
Lifetime Supervision, Amended Judgment of Conviction, Death Certificates, associated documentation, and
related correspondence.

Authorized Retention:

Retain for six (6) calendar years from court order to remove lifetime supervision or death of the individual.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
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The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the State Board of Parole Commissioners.

Justification for New RDA 2019009:

Currently there is not a series for these records. After a ten-year period of lifetime supervision, a petition may be made
for its removal. The agency has indicated that it is not necessary to keep the files of a parolee that is no longer on
lifetime supervision or deceased parolee longer that the six-year petiod.

Discussion and Vote:

The proposals in Attachment B were approved as presented. The Committee discussed adding more detail to the
justification for item 1A for better clarification. The justification for item 1A was updated per the request of the chair
to include, “This is consistent with the retention period of other Public Safety retention schedules related to offender
records (reference RDA 2012026: Sexual Offender Registry Records).” Item 1A was still voted on as edits to the
justification do not need the Committee’s approval. The motion was made by Harry Ward and the second was by
Alisanne Maffei. The vote was unanimous.

5: Attachment C. Proposed Modification RDAs for Agency Specific Records Retention Schedules

1. State Board of Parole Commissioners

A. Title: Parole Board - Parole Hearings Diseharged-Files-Beoard-WotkingFHiles) RDA: 2004176

Description:

These records Thisrecords-series documents the issaanee-ordenials consideration for parole in accordance with NRS
Chapter 213. The files may contain but are not hmlted to: certificate of Board of Parole Comm1ss1oners Action forms,;
Parole Board Hearing Checklist,; Pa ¥ 3 3 - Panel
Recommendations, hearing agendas, packets of supportive documentation, associated documentation, and
related correspondence. and-related-documentation:

—Boa

Authorized Retention:

Retain thesereeords for a-period-of six (6) calendar years end of the calendar year in which all current sentences
have expired, is invalidated or the death of the individual. fremthe-date-ofBoard-Aetion:

Recommended Disposition:

Destroy securely
NSLAPR staff recommendation:

The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the State Board of Parole Commissioners.

Justification for Modification of RDA 2004176:

Staff recommends removing “from the date of Board Action.” and replacing it with “in which the sentence is
invalidated, expired or the death of the individual.” while removing “these records” and “a period of” in the retention
statement to make a more defined and accurate trigger event.

B. Title: Parole Board — Parole Orders Heatings RDA: 2006122

Description:
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Fhisrecordsseries-doenments These records document orders given from hearings held to determine parole in

accordance with NRS Chapter 213. Fhe-files-may-contain: The records may include but are not limited to: Board of
Parole Commissioners Orders, Factors Sheet, Parole and Probation report packets of supportive

documentatton, 3550013ted documentatlon, and related correspondence. Heatingagendas;ratifieation-ofagendas;

Authorized Retention:

Retain these-reeotds for apetiod-of six (0) calendar years from the end of the calendar year in which all current
sentences have expired, is invalidated or the death of the individual. date-ofparele-orprison-discharge:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the State Board of Parole Commissioners.

Justification for Modification of RDA 2006122:
Per the State Archivist, the items of archival value have been added to the description of this series. The items that do
not hold archival value will be filed under series number RDA 2006123 Parole Board - Violations Hearings. Staff
recommends removing “date of parole or prison discharge.” and replacing it with “end of the calendar year in which the
prisoner is paroled or discharged.” while removing “these records” and “a period of” in the retention statement to make
a more defined and accurate trigger event.
The Board of Parole Commissioners is not classified as a "public body' (INRS 241.015) by the Attorney
General's Office ""Nevada Open Meeting Law Manual'" and so the General Records Retention and
Disposition Schedules do not cover these records. It is recommended that these files be transferred to the
Archives after a period of six years -- which is the longest Statute of Limitation in NRS 11.190 (1).

C. Title: Parole Boatd - Violations Hearings RDA: 2006123

Description:

Thisrecordsseties-doeuments- These records document hearings held to determine heatings-eondueted-en-parole
violations in accordance with NRS Chapter 213. The records may include but are not limited to: hearing agendas,
supportmg materials far Board members, Certifications of Action, Warran ts to Retake, lea t1on Reports,

Authorized Retention:

Retain thesereeords for aperiod-of six (6) calendar years from the end of the calendar year in which all current
sentences have expired, is invalidated or the death of the individual. date-efparele-orprisondischarge

Recommended Disposition:

Permanent Fransferto-State Arehives Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the State Board of Parole Commissioners.

Justification for Modification of RDA 2006123:
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Per the State Archivist, the items of archival value have been added to the description of series RDA 2006122 Parole
Board — Parole Orders. The items that do not hold archival value will be filed under this series number and the proposed
retention change to 6 years. Staff recommends removing “date of parole or prison discharge.” and replacing it with “end
of the calendar year in which all current sentences have expired, is invalidated or the death of the individual.” while
removing “these records” and “a period of” in the retention statement to make a more defined and accurate trigger
event.
The Board of Parole Commissioners is not classified as a ""public body" (NRS 241.015) by the Attorney
General's Office ""Nevada Open Meeting Law Manual'" and so the General Records Retention and
Disposition Schedules do not cover these records. It is recommended that these files be transferred to the
Archives after a period of six years -- which is the longest Statute of Limitation in NRS 11.190 (1).

2. Consetvation and Natural Resources: Bureau of Safe Drinking Water

A. Title: AB198-and-CPDBGFiltes Grant Proposal Review Files RDA: 2003081

Description:

These records document the Fhisrecords-seriesis-used-te review of grant applications to the wnderthe 1991-AB198
6{&%&tes—ef—Nevada—Gh&pfer—5591Board for Financing Water Projects, S-and-theauthority-of pursuanttoNRS349:96%

Economic Development Commission, Community Development
Block Grant Program (CDBG) or any other grzntmg agency Wbose which-invelve water projects affects drinking
water. Sta : g 2 s oy o - The records fites may
include but are not hmlted to: Cepyof grant applications,; Pcteports to the grantmg authonty associated
documentation, and Rrelated correspondence.

Authorized Retention:

Retain reeetds for three (3) fiscal years from the end of the fiscal year in which the final review was submitted to the

grantor. -te-~which-theypertain

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003081:

Staff recommends removing “to which they pertain.” and replacing it with “in which the review was submitted” while
removing “records” in the retention statement to make a more defined and accurate trigger event. Staff recommends
changes to the title and expanding the description to more comprehensively identify the record types that may be
created/collected in the process of the review process.

B. Title: Clearinghouse and Environmental Engineering Proposal Review Files RDA: 2003082

Description:
These records document the engineering proposal reviews Fhisrecords-seriesis-used-to review grantproposals

sent from the Department of Administration, Budget and Planning Division, Clearinghouse and Planning Program, or
environmental assessments from other sources. The Bureau recelves these rev1ew requests and comment as o the of
impact on ef-water systems. 2 : : ArHH : ; The records
may include but are not limited to: summary of the projects, Eform respome letters,, Emails-with-and-witheut
eemments; Gcomment letters files, and; associated documentation, and Rrelated correspondence.

Authorized Retention:
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Retain thesereeerds for aperiod-of ene{healendar three (3) fiscal years from the end of the ealendar fiscal year in
which the review was submitted. te-~which-theypertain.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003082:

During a review with the agency the proposed increase in the retention period was discussed and is based on the fiscal
audit requirements of LCB Audit (and other entities) as well as the Nevada Statute of Limitations for fraud or mistake
found in NRS 11.190 (3)(d). Staff recommends removing “to which they pertain.” and replacing it with “in which the
review was submitted” while removing “these records” and “a period of” in the retention statement to make a more
defined and accurate trigger event.

C. Title: Environmental Laboratory Records RDA: 2005063

Description:

Fhisreeotd-seties These records documents the application and certification of environmental laboratoties for analysis
of drinking water, and wastewater, hazardous waste, and mining in accordance with NRS 445A.860 to 445A.863,
NAC Chapter 445A, 40 CFR Parts 136 and 141 and the Safe Drinking Water Act (See 42 U.S.C. § 300g-9 and 300j-12).
Theflesmayeontain butarenotlimitedtor The records may include but are not limited to: {ay applications,
renewal applications, receipts, laboratory performance data (See NAC 445A.54268), statement of deficiencies, inspection
reports on- site assessments, corrective action plans revocation/ suspension documentation, theatingrecords-and

b} laboratory standard operating procedures, quality assurance

plans, &ﬁd—ﬁmﬂ&r—dec—umeﬂts—@ee NAC 445A 54278) ,—(e} personnel information {resurres;eopies-ofdiplomas-&
eef&ﬁe&fie&s—pefse&ﬁel—h%fs—efﬁ—eep&es—ef transcripts, associated documentation, and related correspondence.

Authorized Retention:

5 3 Retain for twelve (12) calendar years
from the date end of the ca]endzt yeat in ijcb the cettzf' cation expjted was tevoked or suspended ofthe

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2005063:

The retention for this series was changed from ten years to twelve years per 40 CFR 142.14(d)(15) in the November 14,
2012 State Records Committee meeting. Due to an oversight it was not reflected in the schedule. The description of this
series was changed to include documentation that further illustrate certification status and scope of laboratories
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referenced in the series. The series has three retentions listed, however the Bureau indicated that they keep the file in its

entirety for the federal mandated retention period. Staff recommends removing the lettering in the retention and the
description resulting in a more defined and accurate trigger event.

D. Title: Environmental Laboratory Records - Denied (Never Certified) RDA: 2005064

Description:

These records document Thisrecord-series-doeuments the applications that were denied (never certified) to
environmental laboratories for the analysis of drinking water, and wastewater, hazardous waste, and mining. NRS
445A., NAC Chapter 445A, 40 CFR Parts 136 and 141, and the Safe Drinking Water Act (42 U.S.C. § 300g-9 and 300j-

12). Tbe records may include but are not limited to: Thefles-maycontain; butarenotlimited-tor{ay applications,
recelpts laboratory performance data @ee—NAGMSA%‘!—L’-éS} inspection reports, on-site assessments, re-applications,
i b} personnel information, {resumes;

eepies—ef—éfplom&s—&eef&ﬁe&ﬁoﬁs—pefso&ﬂekhs&s—ef@—eep&eﬁ—ef transcrlpts, associated documentation, and related
correspondence. and-similar-doeuments:

Authorized Retention:

Retain deeurments-deseribedinitemn{a)of the-deseription for aperiod-of three (3) calendar years from the end of the
calendar year date of the last action in the record fle (See NAC 445A.54282). Retain-documents-deseribed-underitem

bruntittheapplieationproecesshasbeenecompleted:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2005064:

The series has two retentions listed; the Bureau indicated that they keep the file in its entirety for the full retention
petiod. Staff recommends removing the lettering in the retention and the description resulting in a more defined and
accurate trigger event.

E. Title: Environmental Protection Agency (EPA) Quartetly and Annual Reports RDA: 2003105

Description:

These records Thisrecords-sesiesisusedte document and-administrate the Safe Drinking Water Act reporting
requirements as detailed in 40 CFR 142.15 and-elsewhere. The records may include but are not limited to: Thefiles
may-eonsistofi{arQ quarterly reports of ) new violations, {2y new enforcement actions, aad-3} notification of
variances and exemptions,; fbyAannual work plan reports of {5 additions and corrections to the inventory of public
water systems, and-{2) asummary-summaries of the variances and exemptions, aads{e}-Sspecial reports, inehading-4)
fhesefe{&ted—to—fhe%uffaee—‘é@ﬁer—Rtﬂe—%@—%—[eB— 62% total coliforms, 3y-Qquarterly reports, entead-and

assoczated documentation, and related

correspondence &ﬂd—s&mﬂ%&o«c—ufﬂeﬂfs—

Authorized Retention:

Retain for a period of five<{5) forty (40) calendar years from the end of the calendar year in which the report was
submitted. to~which-theypertain.

Recommended Disposition:
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Destroy Securely PermanentTransferto-State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003105:

The recommended disposition is a result of a review by the State Archivist who has determined that these are federal
reports and do not hold historical value. With the change in disposition the Bureau determined the 40 years is based on
the longest retention time in 40 CFR 142.14 and the reports are a summary of program activities associated with 40 CFR
142.14. Staff recommends removing “to which they pertain.” and replacing it with “in which the review was submitted”
while removing “a period of” in the retention statement to make a more defined and accurate trigger event.

F. Title: Potable Water Haulers (Ttrucks) RDA: 2003106

Description:

These records Thisrecordsserfesisused+te document the review and issuing process for permits to haul potable water

in accordance with NAC 445A.67275-etsee: Thefiles-mayeontainybutarenotlimitedte: The records may include
but are not limited to:-Applieationswith-asseeiated-doeumentation; Copyof-permits,; fispection reports,; Sorders

for corrective action withrelated-doenments, associated documentation, and;Rrelated correspondence.

Authorized Retention:

Retain thesereeotds for five (5) fiscal years from the end of the fiscal year in which the permit expired. to-which-they
pertain:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003106:
Staff recommends removing “to which they pertain.” and replacing it with “in which the permit expired.” while
removing “these records” in the retention statement to make a more defined and accurate trigger event.

G. Title: Engineering: Public Water System Files RDA: 2003107

Description:

These records Fhisrecords-setiesisusedto document the State's oversight functions of public water systems as the
primacy agency for the Federal Safe Drinking Water Act (and other related acts), established by 42 U.S.C. § 300g-2 et

seq. and 40 CFR Parts 141 and 142. Thefiles-mayeontainbutarenotlimited+te: The records may include but are
not limited to: Applications for use of a potable water truck, engineetingplan—review doeuments-with-supportive
records{see NRS445A885-and-445A:920); Ppermit information,; Goperation and maintenance plans,; Eemergency

response plans,; Ecross-connection Econtrol Pplans,; Sownership information,; Ssite location information,; B decisions
and determinations regarding Ssurface W water Fereatment Rrules (see 40 CFR 142.14 (a)(4)(ii) and 142.14 (a)(4)(iii)),
associated documentation, and; Rrelated correspondence.

Authorized Retention:
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Retain reeerds-efinactivated-publiexwatersystems for forty (40) calendar years from the end of the calendar year in
which the file becomes theywere inactivated.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003107:

The application for potable water trucks is retained in this series and is being moved from RDA: 2003106 the agency
indicated they retain them for the 40-year retention in accordance with 40 CFR 142.14. Staff recommends removing
“records of inactivated public water systems.” to make a more defined and accurate trigger event.

H. Title: Public Water System Files: Bacteriological Report File RDA: 2003101

Description:

These records Thisreeordsseries consist of bacteriological analysis reports on water quality for public water systems
(See 40 CFR 142.14 (a)). The-tecords-—eonsistof The records may include but are not limited to: laboratory reports
of microbiological analysis for the which are absent of bacteria, associated documentation, and related
correspondence.

Authorized Retention:

Retain thesereeerds for five (5) calendar years from the end of the calendar year in which the report was submitted.

to-which-they pertain: Refereneer40-CER 1424 (o) and40-CFR 14133 {a)-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003101:

Staff recommends removing “to which they pertain.” and replacing it with “in which the report was submitted.” while
removing “these records” in the retention statement to make a more defined and accurate trigger event. Reports that
have positive results for bacteria are under RDA 2013005.

[.  Title: Public Water System Files: Chemical and Turbidity Reports RDA: 2003102

Description:

These Fhis records seties consists of chemical and turbidity analysis reports on water quality for public water systems
(see 40 CIFR 142.14 (a)). The records may include but are not limited to: ©chemical water quality analyses (see 40 CFR
142.14 (2)(4)(C)(1)),; Frurbidity reports,; Bdecisions made in accordance with 40 CFR Part 141, associated
documentation, and; Rrelated correspondence.

Authorized Retention:
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Retain thesereeerds for aperiod-of twelve (12) calendar years from the end of the calendar year in which the report
was filed. to-which-they-pertain.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003102:

Staff recommends removing “to which they pertain.” and replacing it with “in which the report was filed” while
removing “these records” and “a period of” in the retention statement to make a more defined and accurate trigger
event.

J. Title: Public Water System Files: Compliance Monitoring Records RDA: 2013005

Description:

These records document the compliance monitoring of public water systems (see 40 CFR 142.14 (d)). The filles records
may include but are not limited to: sanitary surveys,; approvals,; enforcement actions,; vulnerability determinations,s
Ssource Wwater Aassessment files,; monitoring records (waiver determinations),; annual certifications,;-variances and
exemptions (NRS 445A.935), associated documentation, and related correspondence.

Authorized Retention:

Retain these-teeerds for a-period-of fifty (50) calendar years from the end of the calendar year in which the record is
received. reeeiptorereationof theinformation.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2013005:

Staff recommends removing “receipt or creation of the information.” and replacing it with “end of the calendar year in
which the record is received.” while removing “these records” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

K. Title: Public Water System Files: Consumer Confidence Reports RDA: 2003103

Description:

These records Fhisrecords-sesies consists of eepies-of "Consumer Confidence Reports" from community water
systems and certifications as required by 40 CFR 141.155 (c). The records may include but are not limited to: The
fileseontainbutarenotlimitedte: Consumer Confidence Reports,; Ooriginal certifications (that the report has been
distributed to their customers),; Rreports of violations, associated documentation, and; Rrelated correspondence.

Authorized Retention:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
Agenda #4 May 13, 2020 Minutes for Approval Page 23



Attachment A2
Meeting Minutes for Approval

Retain thesereeerds for aperiod-of five (5) calendar years from the end of the calendar year in which the report was
submitted to the Bureau. to—~which+theypertain.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003103:

Staff recommends removing “to which they pertain.” and replacing it with “year in which the report was submitted.”
while removing “these records” and “a period of” in the retention statement to make a more defined and accurate
trigger event.

L. Title: Public Water System Files: Incomplete or Denied RDA: 2013007

Description:

These records document applications and plans that wete incomplete and/or denied (see NRS 445A.885 and 445A.920).
The records fites may include but are not limited to: Aapplications, and plans, blaeprints; ete: (see NRS 445A.885 and
445A.920),; ownership information,; operator information,; operation and maintenance plans,; emergency response
plans,; determination and appeal documentation,; associated documentation, and related correspondence.

Authorized Retention:

Retain thesereeords for aperiod-of three (3) calendar years from the end of the calendar year in which final action was
taken.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2013007:
Staff recommends removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

M. Title: Public Water System Files: Variances and Exemptions RDA: 2003112

Description:

TFhis These records settes consists of eeptes-of recommendations to the State Environmental Commission for the
variances and exemptions granted to public water systems by the State Environmental Commission (see 40 CFR 142.14

(). Fhefilles-mayeontain, butarenotlimitedto: The records may include but are not limited to: A—eepyofthe

recommendations for variances, or exemptions, with associated documentation, attachments; and; related
correspondence (NRS 445A.935 and NAC 445A.487-491).

Authorized Retention:
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Retain for apetied-of five (5) calendar years from the end of the calendar year in which the expirationef-the variance
or exemption expired.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003112:
Staff recommends removing “expiration of the.” and replacing it with “end of the calendar year in which the...expired”
while removing “a period of” in the retention statement to make a more defined and accurate trigger event.

N. Title: Safe Drinking Water Act (SDWA ) Program Files RDA: 2003115

Description:

Thisreeordsseriesisusedto These records document the Safe Drinking Water Act (SDWA) state primacy
responsibility and requirements as outlined in 42 U.S.C. § 300g-2, 40 CFR 142.10, 142.11 and 142.16.Fhe-flesmay
consiscof-butare-notlimitedto: The records may include but are not limited to: Safe Drinking Water / EPA
(Federal Environmental Protection Agency) agreement with-eoversheet8&cattachments; State application with related
documentation (see 40 CFR 142.11 (a)),; State SDWA policy and procedures, fneluding-enforeementproeedures); state
plan for provision of water under emergency conditions (40 CFR 142.10 (a)(5)),; State Plan for Sanitary Surveys (40 CFR
142.16 (b)(3)),; EPA Determination {thatthe-state-has-metall requirementsfor the SDWAY, associated
documentation, and; related correspondence.

Authorized Retention:

Retain for aperied-often{10) twelve (12) calendar years from the end of the calendar year in which they are superseded
by an updated plan or agreement.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003115:

A review by the Bureau determined that the retention period of twelve years is the current requirement for this series per
40 CFR 142.14(d). The retention is being modified to align this requirement. Staff recommends removing “a period of”
in the retention statement to make a more defined and accurate trigger event.

O. Title: Water Operators Cettification File: Incomplete and/or Withdrawn RDA: 2013009

Description:

Thisrecotdsseriesisusedto These records document the applicants for operators of water systems that submitted
1ncomplete apphcamons or that withdrew thelr apphcanons See40-CERIA2 I (55 40-CER 4216 2 NRS

o: The records may
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include but are not limited to: Aapplications, with-asseeiated-doeumentation; Eexaminations, test scores and-related
reeotds, associated documentation, and; related correspondence.
Authorized Retention:

Retain thesereeerds for aperiod-of three (3) calendar years from the end of the calendar year in which date-of the
last action in the file occurred.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2013009:
Staff recommends removing “date of” and replacing it with “end of the calendar year in which the” while removing
“these records” and “a period of” in the retention statement to make a more defined and accurate trigger event.

P. Title: Water Operators Certification Files: Denied and/or Disciplinary Actions RDA: 2013010

Description:

Thisreeordsseriesisused+to These records document the operators of water systems whose certifications were
revoked due to disciplinary action or denied by agency determination (See 40 CFR 142.14 (d)(12)(iv), 40 CFR 142.16
(h)(2), NRS 445A.875 et seq. and NAC 445A.617 to 445A.652). Fhefilesmay-eentain; The records may include but

are not limited to: Ceptes-ef+the certification file documents, disciplinary action records, ineladingeeptes-of criminal

history records, and court documents, associated documentation, and related correspondence.

Authorized Retention:

Retain thesereeerds for apetiod-of sixty (60) years from the end of the calendar year in which the certification
was revoked or denied.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2013010:

These licenses are essential to safeguard the health and safety of the public. Career span for a water operator begins at 18
years of age and can span sixty years. The retentions in these series will allow for tracking and monitoring over the career
lifetime of the licensee. Operators could have multiple types of certifications for treatment and/or wastewater which can
be held concurrently. The extended retention is intended to prevent a revoked licensee returning to the Water Operator
service. Staff recommends removing “one hundred (100)” and “the birth date or until the known death of the individual,
whichever occurs first.” and replacing it with “sixty (60)... the end of the calendar year in which the certification was
revoked or denied.” while removing “these records” and “a period of” in the retention statement to make a more
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defined and accurate trigger event. This will enable the agency or board to monitor for repeat offenders and respond to
requests from other states.

Q. Title: Engineering Log Report RDA: 2003083

Description:

This records series contains reports to various entities of is-aecomputersoftware-programused-to-referenee
informationandmmenitorthe receipt of maps and payment of fees associated with the review of subdivision plans. The
records may include but are not limited to: reports to counties, municipalities, or private entities of current

status, associated documentation, and related correspondence. Dataineludesthenameof the project;site-address;

Authorized Retention:

Update-the-database-asneeded Retain for forty (40) calendar years from the end of the calendar in which the
report was created.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2003083:

Staff recommends removing “Update the database as needed.” and replacing it with “Retain for forty (40) calendar years
from the end of the calendar in which report was created.” in the retention statement to make a more defined and
accurate trigger event. The retention corresponds to the retention for the water system in 2003107 “Public Water System
Files” for its historical value of the system while the records are in the custody of the agency the State Archives has
reviewed and they do not have archival value.

Discussion and Vote:

After the agenda was posted and before the meeting took place, Conservation and Natural Resources: Bureau of Safe
Drinking Water requested for item 2E to be tabled. The proposals in Attachment C were approved as presented. The
motion was made by Harry Ward and the second was by Alisanne Maffei. The vote was unanimous. The vote
originally missed item 1C, however the vote was corrected with the unanimous approval.

6: Attachment D. Proposed Deletion RDAs for Agency Specific Records Retention Schedules

1. Conservation and Natural Resources: Bureau of Safe Drinking Water

A. Title: Peivate WelllabReports RDA: 2003440

Description:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
Agenda #4 May 13, 2020 Minutes for Approval Page 27



Attachment A2
Meeting Minutes for Approval

Recommended Disposition:
Destroy

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Deletion of RDA 2003110:
Staff recommends removing this series the reports are not under the Bureau’s jurisdiction therefore not a state record
subject to retention. Staff has advised the agency of the liability of keeping the records.

B. Title: Publie WaterSystermFiles:SupersededReeords— RDA: 2043038

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Modification of RDA 2013038:

Staff recommends this series be deleted, it contains proposed engineering projects that had an increase in scope and had
to be resubmitted to the agency as a new engineering project. Per State Archivist only the final project plans are to be
archived in RDA 2003107 Engineering: Public Water System Files.

Discussion and Vote:

The proposals in Attachment D were approved as presented. The motion was made by Harry Ward and the second
was by Jerry Lindsay. The vote was unanimous.

7: Attachment E. Proposed New, Modification, and Deletion of RDAs for General Records Retention Schedule

Discussion and Vote:
As there were no action items, there was no discussion or vote.

8: Discuss future agenda items

| Discussion: |
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9: Public Comment

There was no public comment made and no comments were submitted by email.

10: Determine time of next meeting

The next meeting will be held June 10, 2020 at 1:15 pm in the Nevada State Library and Archives Board Room, unless
COVID-19 requirements require the Committee to meet through teleconference.

11: Adjourn

The meeting was adjourned at 1:59 pm by the Chair, Kim Perondi.
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There are no proposed new RDAs for Agency Specific records
retention schedules in this agenda.
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1. Department of Human Resources, Central Payroll

A. Title: Deduction Input Documents RDA: 1988247

Description:
These records document deduct|ons to employees payroII Ihl&meludes—au—fepms—used—tew

lon-The records may
mclude but are not I|m|ted to authorlzatlon forms for electlve deductlons,, child support deduction
records,; court execution records, student loans, associated documentation, and:-related
correspondence.

Authorized Retention:

Retain theserecords for a-peried-of-two (2) calendar years from the end of the calendar year in which
the employee was paid.-to-which-theypertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1988247:

Staff recommends the deletion of the procedural information in the description as it is not applicable for
records retention. Staff also recommends removing “to which they pertain.” and replacing it with “in which
the employee was paid” while removing “these records” and “a period of” in the retention statement to
make a more defined and accurate trigger event.

B. Title: Direct Deposit Records RDA: 2011009

Description:

These records document the requests for deposit of payroll, to a banking institution via electronic direct
deposit. The records may include but are not limited to: direct deposit forms,; payroll reports, associated
documentation, and; related correspondence.

Authorized Retention:

Retain-theserecords for a-period-of four (4) calendar years from the end of the calendar year in which
the funds were deposited. to-which-they-pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.
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Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 2011009:

Staff recommends the additions to the description to ensure the verbiage encompasses all components of
the records series. Staff also recommends removing “to which they pertain.” and replacing it with “in
which the funds were deposited” while removing “these records” and “a period of” in the retention
statement to make a more defined and accurate trigger event.

C. Title: IRS Tax Documentation RDA: 1988245

Description:

Fhis-series-includes These records consist of all reports and backup documentation for reporting to
the Internal Revenue Service (26 CFR 31.6001-5). The records files may include but are not limited to:
Quarterly Return of Withheld Federal Income Tax (FIT) and Medicare Tax (941C E),: Reportable Fringe
Benefits Reports,; W-2 Master List and W-2/W-2-CAA-4 employer-copies: levies against employees, and;

srmrlar—eleeumentaﬁepra&reqewed-by associated documentation, and related correspondence. 26

Authorized Retention:

Retain these-records for a-peried-of four (4) calendar years from end of the calendar year of the tax
period eencerned.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1988245:

Staff recommends changes to the description to reflect the records being produced and encompasses all
components of the records series more accurately. Staff recommends removing “concerned.” and
replacing it with “from end of the calendar year of” while removing “these records” and “a period of” in the
retention statement to make a more defined and accurate trigger event.

D. Title: Pay Register Report RDA: 1994057

Description:

These records document the pay and benefits earned by employees. The records may include but are
not I|m|ted to: pay register report associated documentaﬂon and related correspondence
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Authorized Retention:

Retain thesereperts for a-period-of thirty (30) calendar years from the end of the calendar year in which
the transaction occurred. te-which-they pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1994057:

The description was changed to reflect the record being produced more accurately. Staff recommends
removing “to which they pertain.” and replacing it with “in which the transaction occurred” while removing
“these reports” and “a period of” in the retention statement to make a more defined and accurate trigger
event.

E. Title: Payroll Reports RDA: 1996113

Description:

These records document reports produced on payroll matters used for administrative purposes. The
reports may include but are not limited to: Ppayroll maintenance reports,; direct-depesitreports;-deduction
reports,; lengevity-reperts: retirement reports, and; employee year to date gross reports, associated
documentation, and related correspondence.

Authorized Retention:

Retain these-records for a-peried-of three (3) fiscal years from the end of the fiscal year in which the
report was created. to-which-the records-pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1996113:

Staff recommends changes to the description to reflect the records being produced and encompasses all
components of the records series more accurately. Staff recommends removing “to which the records
pertain.” and replacing it with “year in which the report was created” while removing “these records” and
“a period of” in the retention statement to make a more defined and accurate trigger event.
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F. Title: Time and Pay Maintenance Records RDA: 1996114

Description:

Fhis+ecord-seriesis-used-te These records document time, leave and pay adjustments. The files
records may include but are not limited to: annual Lleave payouts,; leave adjustments,; retirement
adjustments,; pay adjustments, overpayments, associated documentation, and ; related
correspondence.

Authorized Retention:

Retain this-records-series for a-period-of three (3) fiscal years from the fiscal year in which the
transaction occurred. to-which-the records-pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1996114:

Staff recommends the addition of “Pay” to the title to more accurately reflect the records produced. Staff
recommends changes to the description to encompass all components of the records series more
accurately. Staff also recommends removing “to which the records pertain.” and replacing it with “in which
the transaction occurred” while removing “this record series” and “a period of” in the retention statement
to make a more defined and accurate trigger event.

2. Department of Human Recourses, Central Records

A. Title: Employee Service Jacket RDA: 2003100

Description:

Fhis+ecord-seriesis These records document the official personnel file for those employed by the
Executrve and Judrcral Branches of the State of Nevada (NAC 284 498(5)) and—retamed—by—the—DMslen

records may mcIude but are not Ilmlted to: thnng documentatron mcIudrng applrcatrons W|th
associated documentation deeduments,; Sstate and federal forms, including Employment Eligibility
Verification (I-9) forms, an employee’s change of status documentation, EmploymentStatus
Maintenanee;;Fransaction—ete; Bdisciplinary action documentation,; Rresignation documentation,;
Pperformance evaluations, training documentation, {See)s-and:-Related associated documentation,

and related correspondence. NAC-284-.498-(5)

Authorized Retention:

Retain theserecords for a-period-of ten (10) calendar years from the end of the calendar year in which
the employee separated from service. y vice: ;
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Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Records.

Justification for Modification of RDA 2003100:

Staff recommends the deletion of “and retained by the Division of Human Resources Management,
Central Records. “as it is an office of record identifier which is covered in the larger retention schedule.
Staff recommends changes to the description to encompass all components of the records series more
accurately. Staff recommends removing “year of separation from service.” and replacing it with “the end
of the calendar year in which the employee separated from service.” while removing “these records” and
“a period of” in the retention statement to make a more defined and accurate trigger event. Staff also
recommends removing the procedural instructions at the end of the retention description. These should
be part of a policy or procedure, not in the retention statement.

B. Title: Employment Verification Documents RDA: 1995152

Description:

Fhisrecord-series-is-used-to These records document the verification of employment in accordance with
the Immigration Reform and Control Act of 1986 (See 8 U.S.C. § 1324a and 8 CFR 274a). The
documents-includebut-are-notlimited-to: The records may include but are not limited to: Department
of Justice Immigration and Naturalization Form 1-9 Employment Eligibility Verification, (OMB-No—1115-

0136y with-attachments:-Copies-of acceptable other documents used to verify employment, and:
Asseetaféed—eleeumemsassomated documentatlon and related correspondence Nete—'Fhese

Authorized Retention:

Retain theserecords for a-period-of three (3) calendar years from end of the calendar year in which the
employee separated from service. date-ofseparation-from-service.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.
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Agency review:

The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Records.

Justification for Modification of RDA 1995152:

Staff recommends removing specific form information from the description to enable adaptability to
changes outside the agency’s control. Staff recommends removing “Copies” from the description as
copies are a non-record. Staff recommends removing the note section of the description as this is a
reference to a procedural practice. Staff also recommends removing “date of separation from service.”
and replacing it with “end of the calendar year in which the employee separated from service” while
removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event
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1. Department of Human Resources, Central Payroll

A. Title: Electronic HumanResourcesRecords RDA: 2010080

Description:

Recommended Disposition:

Dochre s Socueshy

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Deletion of RDA 2010060:

This is a database; per the Division the data is used for the Payroll Reports contained in RDA: 1996113
and the Pay Register Report RDA: 1994057. As a non-record, it should be deleted from the schedule.

2. Department of Conservation and Natural Resources, Bureau of Safe Drinking Water
A. Title: ERACoovtorbropnd Annual Boseris RDA: 2003105

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA
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Agency review:
The appraisal is supported by the Records Officer for the Department of Conservation and Natural
Resources, Bureau of Safe Drinking Water.

Justification for Deletion of RDA 2003105:

Archives has identified they no longer wish to retain these records for permanent retention as these are
federal records. Staff recommends deleting this RDA in lieu of following the General Schedule RDA
2005125 Grants: Federal Grants - Administrative Records as these records are a reporting requirement
for federal grants awarded to the agency.
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Proposed New, Modification, and Deletion of RDAs for General Records
Retention Schedule

There are no proposed new RDAs for new, modification, and
deletion of RDAs for General Records Retention Schedule.
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